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Environmental  Quality;  Harry  Emmons,  Department  of 
,  ^^„  -,    Reji^uei  Steve  Bender,  Office  of  Budget  and  Program 
Plannme-E  and  Paul  ChristoEferson,  Department  of 


Pj^^iiS  is       * 


FlnkMli  feam 


Transtoc 


Terry  Atwood  has  worked  for  the  state  17  years,  is  Bureau 

Chief  of  the  Accounting  Bureau,  and  he  "owns"  SBAS. 

„„  ,       ,       ,  ,     X ,  T-  J   I  Berta  Nason  of  DEQ  has  been  with  the  state  20  years 

Weve  already  met  the  Management  leam  and  the  ,  ,      ■  i      i  •      n  r  l    j      ■ 

_,,.,  ri-  ii'Tj  L-  and  has  been  mvolved  m  all  aspects  or  budgetmg. 

Technical  teams.   So  this  month,  lets  hnd  out  who  is  on  „     '^  „  i       i  i 

die  Finance  Team.  CT-F  rrCUME'^S  COLLECTlS^oU'  ^^  accounting.    Harry  Emmons  has  been  with 

bliHic.  uu^»  jj^g  jj^j.g  eight  years  and  worked  for  AT&T  before  and 

„,     „.  „  11  1     1    1  1     /-.I      1    ,    ;    ^^  ■      '.H'^.'^,       during  its  breakup.    Harry  emphasizes  that  these  major 

The  Finance  Team  will  be  led  by  Chuck  '      :Vk       Mry-J  .  °       ,        ,        r       i     wAl  it  c 

„,      ,   .      ...  .         J  .  -    ^m  projects  take  a  lot  or  work.   With  1 7  years  or  state 

Virag.   Chuck  is  widely  experienced  in      flmWh^     o^^tr^y 

state  government  ' 

having  worked  at  a 

number  of 

I 


agencies  including  the  Legislative  Audit  Division, 
Montana  University  System,  Fish  Wildlife  and  Parks, 
Lottery,  and  DPHHS.  Chuck  brings  an  excellent  blend 
of  central  and  agency  perspectives  to  the  project.  Team 
members  include  Terry  Atwood,  Department  of 
Administration;  Berta  Nason,  Department  of 
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employment,  Steve  Bender  of  the  Budget  Office  is  an 
"owner"  of  the  state's  budget  and  so  brings  us  his  special 
perspective.   Paid  ChristoflFerson  has  been  Accounting 
System  Design  and  Control  Section  Supervisor  at 
Transportation  for  the  past  six  years.   Prior  to  that  Paul 
worked  for  FWP  and  the  Legislative  Auditor.   Paul  speaks 
for  the  whole  Team  when  he  says,  "I  want  to  implement 
the  best  possible  system  for  the  state". 

Procurement  Update 

The  Evaluation  Team  is  on  schedule,  and  we  expect  an 
announcement  about  the  selection  soon.   If  you  want  to 
be  the  first  to  know,  check  out  our  web  page.  We'll  post 
our  announcement  there  as  soon  as  it  is  official. 

For  more  information  visit  our  web  site  at  http:// 
www.mt.gov/doa/mt_prrime/mt_prrime.htm,  or  contact 
Ed  Glenn  at  444-2916,  ZIP!  or  E-Mail  at 
eglenn@mt.gov  or  Dave  Ashley  at  444-2032,  ZIP!,  or  E- 
Mail  at  dashley@mt.gov. 

Enterprise 
Oracle 
Development 
Software  and 
Training 

As  many  of  you  already  know,  effective  July  1 ,  1997,  the 
Oracle  Development  Software  and  Training  are  being 
provided  to  the  Enterprise  through  the  ISD  (Data 
Communications)  rate.    Oracle  Developer/2000  and 
Designer/2000  software  and  training  will  be  provided  to 
each  agency  staff  free-of-charge.  This  will  not  apply  to 
agency  contractors.    ISD  will  also  be  responsible  for 
providing  the  annual  support  payments  for  these  licenses. 
If  you  receive  development  support  invoices  or  require 
software  licenses,  please  forward  your  support  invoice  or 
license  request  to  Gary  Poepping  at  ISD. 

The  College  of  Technology  will  continue  to  provide  our 
development  software  training.   All  education  provided 
to  state  employees  for  Oracle  Developer/2000  and 
Designer/2000  will  be  paid  for  by  ISD.  The  agency  will 
continue  to  be  responsible  for  funding  their  staff  in 


prerequisite  classes  like  "Introduction  to  Oracle"  and 
"SQL  Programming".   Sign  up  for  classes  as  usual 
through  the  College  of  Technology.  The  next  series  of 
classes  is  coming  up  in  September  and  October.    Please 
refer  to  the  training  schedide  in  this  issue  oi News  & 
Views. 

The  Oracle  Channel  satellite  education  program  will  also 
be  made  available  at  the  Department  of  Transportation. 
The  entire  cost  of  this  program  will  be  funded  through 
the  ISD  fee.  Please  refer  to  the  training  schedule  in  this 
issue  oi  News  &  Views.   Sign  up  for  the  Oracle  Channel 
sessions  contacting  Barbara  Clark  of  the  ISD 
Administrative  Support  Unit  at  444-2700,  ZIP!  or  E- 
Mail  at  baclark@mt.gov. 

For  more  information  contact  Gary  Poepping  at  444- 
281 1,  ZIP!  or  E-Mail  at  gpoepping@mt.gov,  or  Wendy 
Wheeler  at  444-2856,  ZIP!  or  E-Mail  at 
wwheeler@mt.gov. 


OS/390 


It's  ready  to  go!   Production  cutover  to  the  new  OS/390 
operating  system  is  schedided  for  a  weekend  in 
September.   Watch  for  the  system  broadcast  message  for 
the  exact  weekend.  We  will  also  notify  users  via  COB's 
ZIP!Mail  notification  list.  This  date  is  dependent  on 
how  the  user  test  weekend  preforms.   Please  be  sure  to 
read  die  articles  OS/390  and  ISPF  and  OS/390  Presents 
the  BINDER  in  this  issue.  Also  check  the  dataset 
SYST.OS390.HINTS.   It  contains  other  miscellaneous 
information  on  the  OS/390  system. 


Calendar  of  Events 

September  3,4 
Information  Technology  Managers  Group  (ITMG) 
Ramada  Copper  King  Inn,  Bute 

September  10 
Information  Technology  Managers  Group  (ITMG) 
8:30  a  -  10:30,  Rm  108,  Capitol  Building 

September  17 
The  Information  Technology  Advisory  Council 
(ITAC)  8:30  -  11:30  am,  Rm  111,  Metcalf  BuUding 

October  1 
Information  Technology  Managers  Group  (ITMG) 
8:30-10:30am,  Room  111,  Metcalf  Building 


^t_ 


September  1997 


News  &  Views 


So  did  you  forget  what  OS/390  is?  Well,  it's  IBM's  new 
release  of  MVS/ESA  that  is  packaged  with  other  IBM 
products.   OS/390  is  YEAR  2000  compliant.   It 
conforms  to  X/OPEN  XPG4  UNIX  Specification 
(UNIX  95)  branding.  We  will  be  introducing  die  OS/ 
390  OpenEdition  features  in  the  next  couple  of  months. 
The  C++  compiler  will  soon  be  available  for  users.   IBM's 
Bookmanager,  which  allows  access  to  all  IBM  manuals  on 
the  mainframe,  will  also  be  implemented  soon.  As  these 
and  other  new  features  of  OS/390  are  installed,  we  will 
be  notifying  you  by  the  system  broadcast  message  and  by 
articles  in  News  &  Views. 

The  majority  of  IBM  manuals  need  to  be  updated. 

Quickref  (available  via  ISPF  U.Q)  contains  a  few  IBM 

manuals,  IBM 

Library  Reader  is 

available  on  the 

LAN  or  you  can 

order  hardcopy 

manuals  from  IBM 

via  1-800-426- 

2225.  To  use  IBM 

Library  Reader,  it 

needs  to  be 

installed  on  your 

workstation.  To 

do  this,  follow  the 

instruction  located  on  the  Value  Added  Server  in  the 

\guest\readibmw  subdirectory. 

IREADME.TXT  —  text  file  explaining  what  IBM 
Library  Reader  is,  who  should  use  it,  how  to  use  it  and 
who  to  contact  for  help. 

IREADME.WPD  —  Word  Perfect  v6.1  file  explaining 
how  to  install  IBM  Library  Reader. 

README.TXT  —  IBM's  README  file. 
If  agencies  have  any  questions  about  these  instructions  to 
install  IBM  Library  Reader,  they  should  first  contact  their 
Network  Administrator.   If  the  Agency  Network 
Administrator  has  installation  questions,  they  may 
contact  Irvin  Vavruska  at  444-6870. 

Continue  to  report  problems  on  OS/390  to  the  ISD 
Customer  Support  Center  at  444-2000.   For  more 
information  contact  Glen  Stroop  of  the  Systems  Support 
Bureau  at  444-29 1 0,  ZIP!  or  E-Mail  at  gstroop@mt.gov 
or  you  can  contact  Technical  Services  at  444-2860. 


OS/390  AND 
ISPF 


The  new  OS/390  operating  system  is  ready  for 
production.    By  the  time  you  read  this  newsletter,  you 
have  probably  been  notified  about  a  test  weekend  for 
users.   One  area  where  users  will  immediately  notice  a 
difference  is  with  ISPF  (formerly  called  SPF).  This 
product  has  been  significantly  upgraded  and  several  items 
have  changed  that  will  affect  you.  This  article  gives  you 
an  overview  of  the  changes  and  provides  some 
recommendations  of  how  to  take  advantage  of  the  new 
facilities.   Due  to  the  amount  of 
new  information  on  ISPF,  the 
complete  article  can  not  be 
printed  in  News  &  Views...  but  it 
can  be  found  electronically  on  the 
VAS  (Value  Added  Server)  in 
...g;uest\n&v\os390\390ispf.wpd 
or  you  can  request  a  copy  of  the 
article  from  Robin  Anlian  via 
ZIP!  or  E-Mail  at 
ranlian@mt.gov.   It  would  be 
advantageous  for  ISPF  users  to 
read  this  article  and  keep  a  copy  of  it  near  their 
workstation.   It  will  be  an  invaluable  reference. 

OVERVIEW 

ISPF  Version  4  is  a  new  release  of  ISPF  that  combines 
ISPF  and  ISPF/PDF  into  a  single  product.  There  are 
some  changes  to  the  screen  format,  a  significant  change 
to  the  way  PF  Keys  are  handled,  and  several  new 
facilities.   Some  of  the  new  facilities  are  listed  here  (most 
of  which  will  be  described  in  greater  detail  in  the 
complete  article): 

■  Wide-File  Edit  Support  —  removes  the  restriction  of 
255  bytes  for  record  lengths. 

■  Language  Sensitive  Editing  —  this  feature  can 
automatically  segregate  sections  of  the  source  (such  as 
statements,  quotes,  and  comments)  by  color  to 
improve  the  user's  ability  to  syntax  check  the  source. 

■  VSAM  Utilities  —  added  to  create,  delete  and  display 
VSAM  data  sets. 
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■  A  new  Data  Set  View  function 

H  Multivolume  Data  Set  Support  —  provided  to  allow 
you  to  browse,  edit  and  use  file  utilities  (such  as 
rename  and  delete)  on  multivolume  data  sets. 

■  LIBDEF  —  enhancements  include  the  new 
commands  Query,  Display  and  Stack. 

■  A  GUI  (Graphical  User  Interface)  —  allows  a  client/ 
server  interface  between  an  ISPF  client  at  the 
workstation  and  a  host  TSO/ISPF  session. 

The  following  topics  are  described  in  the  complete 
article: 

1.  Action  bars  and  Pull-Down  Menus 

2.  ISPF  Settings 

3.  PFKeys 

4.  Point  and  Shoot  fields 

5.  Miscellaneous  Changes 

6.  VIEW  versus  BROWSE 

7.  EDIT  Command  Changes 

8.  Panel  Changes 

9.  ISPF  Command  Shell 

10.  Status  Area 

1 1 .  Referral  Lists 

1 2.  VSAM  Utilities 

13.  Data  Set  List  Utility 

14.  Dialog  Test  Environment 

15.  New  Commands 

16.  Bibliography  of  ISPF  Manuals 

If  you  run  into  any  difficulties  or  would  like  further 
explanation  of  any  of  the  changes,  please  read  the 
complete  article  on  the  VAS  and  then  contact  Glen 
Stroop  of  the  Systems  Support  Bureau  at  444-2910,  ZIP! 
or  E-Mail  at  gstroop@mt.gov  or  Dennis  Buswell  of  the 
Computing  Operations  Bureau  at  444-2881,  ZIP!  or  E- 
Mail  at  dbuswell@mt.gov. 

OS/390  Presents 
the  BINDER 

The  Linkage  Editor 
Replacement 

OS/390  includes  the  DFSMS/MVS  family  of  products. 
Part  of  this  family  is  a  replacement  for  the  Linkage  Editor 
that  is  known  as  the  BINDER.  The  program  lEWL, 


which  many  Procs  use  to  link  edit  programs  from  a 
compiler  into  a  PDS  (Partitioned  Data  Set),  will  now 
default  to  using  the  BINDER.   Information  on  the 
BINDER  can  be  found  in  the  IBM  manual  DFSMS/ 
MVS  Program  Management  (SC26-496). 

These  are  the  major  differences  between  the  BINDER 
and  Linkage  Editor: 

I  The  BINDER  requires  a  larger  region  size.  All 
Technical  Services  Procs  residing  in  SYSl.PROCLIB 
have  had  the  region  parameter  removed  from  the 
EXEC  statement.   Please  remove  'REGION=xxxk'  off 
of  the  EXEC  statement  from  any  procedures  in  user 
proclibs  that  execute  the  program  lEWL.     Failure  to 
do  so  could  result  in  an  ABEND  S0C4  on  that  step. 
You  no  longer  need  to  specify  the  SIZE  or  WKSPACE 
parameter,  as  these  will  limit  the  amount  of  storage 
available  to  the  BINDER. 

I  The  BINDER  is  less  tolerant  of  errors  and 
inconsistencies  in  its  input  than  was  the  Linkage 
Editor.   Often  error  conditions  were  either  ignored  or 
overridden  by  the  Linkage  Editor.  The  BINDER 
attempts  to  diagnose  all  such  error  conditions.  These 
errors  will  result  in  an  error  message  and  a  return  code 
of  8.   Less  severe  errors  will  receive  a  retiu-n  code  of  4. 

■  The  BINDER  issues  many  more  messages  than  did 
the  Linkage  Editor.   Its  output  looks  different  but 
contains  more  information  than  the  Linkage  Editor. 
Sample  output  may  be  viewed  electronically  (see  below 
for  path). 

There  are  several  other  differences  between  these  two 
products  plus  additional  enhancements  made  in  the 
BINDER.   Please  read  the  complete  article  electronically 
on  the  VAS  in  ...g;uest\n&v\os390\binder.wpd  or  you 
can  request  a  copy  from  Robin  Anlian  via  ZIP!  or  E-Mail 
at  Ranlian@mt.gov.    Further  details  on  these  differences 
and  enhancements  can  be  found  in  Appendix  A  of  the 
DFSMS/MVS  Program  Management  manual  (SC26- 
4916). 

For  more  information  contact  Glen  Stroop  of  the 
Systems  Suuport  Bureau  at  444-2910,  ZIP!  or  E-Mail  at 
gstroop@mt.gov  or  you  can  contact  Technical  Services  at 
444-2860. 
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Last  Issue  of 
News  &  Viewsl 

This  will  be  your  last  issue  o(  News  &  Views  unless  you 
act  now!  Our  mailing  list  dictates  how  many  copies  we 
print  each  month,  and  it  has  many  people  who  no  longer 
work  for  the  state  or  who  have  moved  to  other  agencies. 
Since  we  often  receive  no  change-of-address  notification, 
duplicate  copies  are  going  to  some  individuals'  current 
and  prior  work  locations.  We  are  asking  your  help  to 
reduce  the  waste. 

Please  send  the  address  label  from  your  News  &  Views  to: 


Mail/Deadhead  -  Lois  Lebahn,  Room  229,  Mitchell 
Building,  Helena,  MT  59620 
FAX -444-2701 

Please  do  not  call  or  send  ZIP!  or  E-Mail! 

If  you  are  not  currently  receiving  News  &  Views,  and 
would  like  to  be  added  to  our  mailing  list,  ZIP!  Lxiis 
Lebahn  your  name,  agency,  division/bureau,  phone, 
address,  city,  state,  zip  code,  and  whether  you  would  like 


your  newsletter  to  be  distributed  via  ISD  Box  #, 
Deadhead,  or  Mail. 

If  you  are  currently  receiving  News  &  Views  electronically, 
you  need  do  nothing.  If  you  wish  to  be  added  to  our 
electronic  distribution  oi  News  &  Views,  send  ZIP!  or  E- 
Mail  to  Lois  Lebahn  (llebahn@mt.gov). 

The  new  mailing  list  will  be  used  for  the  October  1 997 
issue  and  anyone  we  don't  hear  from  will  not  receive  that 
issue.  Since  the  number  printed  that  month  will  match 
our  new  list,  there  will  be  no  extra  October  issues  to  send 
those  who  forget  to  notify  us  in  time,  but  we  you  will  be 
added  for  subsequent  issues. 

For  additional  information  contact  Trapper  Badovinac  at 
444-4917,  ZIP!  or  E-Mail  at  tbadovinac@mt.gov. 

Telephone  Tips 
to  Success 

Many  times  the  public's  first  impression  of  us  comes 
from  our  attitude  over  the  phone.   Here  are  some  tips  on 
how  to  make  sure  that  first  impression  is  a  good  one. 

Be  Alert  Use  a  cheerfiil  wide-awake  greeting.   It 

shows  you  are  ready  to  help. 

Be  Natural  Use  simple  language/no  slang. 

Be  Expressive      Use  moderate  rates  and  volume.   Vary 
the  tone  of  your  voice. 


Be  Distmct 

Be  Pleasant 
Be  Courteous 


Answer 
Promptly 

Identify 
Yourself 

OflFera 

Pleasant 

Greeting 


Pronounce  your  words  clearly.   Speak 
directly  into  the  telephone. 

Show  you  are  interested — be  helpfiil. 

Use  common  sense  and  good  manners. 
Use  the  customer's  name  to  personalize 
the  conversation. 

Pick  up  on  the  first  ring  if  possible. 


First  and  last  name  to  avoid  confusion. 


Be  courteous. 
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Be  a  Good 

Give  undivided  attention.    Don't  ask  the 

May  I  tell  them  who  is  calling/has 

Listener 

caller  to  repeat  unless  it  is  to  verify  a 

called. 

number  or  spelling 

• 

Test  your  telephone  habits  by  checking  the  answer  that 

Use  Courtesy 

Use  "thank  you",  "please",  "you're 
welcome"  and  be  positive. 

best  applies. 

Always  (A)   Usually  (U)   Seldom  (S) 

Use  the 

Only  use  a  first  name  if  that  is  all  the 

Caller's  Name 

customer  gives  you. 

I  answer  my  own  phone  whenever  possible.    I  answer 
promptly,   before  the  second  ring. 

EndWeU 

Thank  the  person  for  calling  and  offer  a 
simple  goodbye. 

□  A  Qu  as 

I  keep  a  list  of  frequently  called  numbers. 

Never  Leave 

Give  progress  reports  every  30 

QA  Qu  as 

a  Caller 

to  45  seconds  if  the  caller  is  on  hold. 

When  calling  long  distance,  I  cUal  direct  and  stay  on  the 

Hanging 

Thank  the  caller  for  holding  when  you 

line  while  my  call  goes  through. 

come  back  on  the  line.  Advise  callers 

□  A  au  as 

when  they  are  to  be  transferred. 

When  taking  or  placing  a  call,  I  identify  myself  at  the 

Be  Discreet 

Always  be  professional. 

beginning  of  the  conversation. 

□  A  au  as 

Taking  Messages 

I  keep  paper  or  telephone  message  forms  and  a  pen  or 
pencil  by  my  phone. 

Be  Prepared 

Have  paper/pen  ready. 

□  A  au  as 

• 

Be  Thorough 

Take  the  caller's  name.   Include  the 

I  try  to  be  informative  and  helpfiil  when  taking  calls  for 

caller's  phone  number.    If  offered, 

others.   I  personalize  my  conversation  by  using  the  caller's 

include  the  caller's  firm  or  department. 

name. 

Time  and  date  the  call.   Record  the 

□  A  au  as 

caller's  message  in  detail.    Include  your 

name  for  any  questions.    Request  if  the 

When  taking  messages,  I  note  the  date,  time,  caller's 

caller  would  prefer  someone  else  to  help 

correct  name,  caller's  number  (including  Area  Code),  the 

if  the  original  party  is  away.   Deliver  the 

message,  and  my  name. 

message  prompdy. 

aA  au  as 

Courtesy 

Be  considerate  to  others. 

When  transferring  a  call  or  leaving  my  phone  to  obtain 
information  for  the  caller,  I  place  my  phone  on  "Hold" 

Keep  it  professional 

or  put  the  handset  down  quietly. 

Don't  Say. 

Mr/Mrs/Ms  is  on  break. 
Mr/Mrs/Ms  has  not  come  in  yet. 

aA  au  as 

Mr/Mrs/Ms  has  left  for  the  day. 

If  transferring  a  call,  I  inform  the  caller  about  what  I  plan 

Mr/Mrs/Ms  is  here,  I  just  can't  find 

to  do. 

them. 

aA  au  as 

Mr/Mrs/Ms  has  not  returned  from 

lunch. 

I  give  a  caller  progress  reports  on  my  effons  to  locate 
another  person  or  information  requested. 

Say 

Mr/Mrs/Ms  is  away  from  the  office. 

aA  au  as 

Mr/Mrs/Ms  is  in  a  meeting. 

• 

Mr/Mrs/Ms  is  talking  with  another 

I  offer  to  return  the  call,  if  the  caller  must  wait  longer 

client. 

than  one  minute  . 

aA  au  as 

••'f^ 

I  take  care  to  speak  directly  into  the  phone. 

□  A  au  as 

I  treat  all  calls  as  important,  and  thank  the  party  for 
calling. 

□  A  au  as 

Before  leaving  my  phone,  I  leave  word  where  I  am  going 
and  when  I  plan  to  return. 

□  A  au  as 

If  I've  been  away  from  my  phone,  I  immediately  check 
for  messages  when  I  return. 

□  A  au  as 

Scoring 

Give  yourself  4  points  for  every  "Always"  answer;  2  points 
for  every  "Usually";  no  points  for  "Seldom" 

60-52  Points  CONGRATULATIONS!   It's  a  perfect  fit. 

You've  obviously  developed  a  winning  telephone 

personality. 

51-42  points  NOT  BAD!  But  added  effort  will  bring  big 

rewards. 

Below  42  SORRY!  It's  a  poor  fit.  Concentrate  on 

forming  better  telephone  habits  and  try  this  test  again. 

If  you  have  any  more  questions  please  contact  Rita 
O'Neil  of  the  Telecommunications  Bureau  at  444-6846, 
ZIP!,  or  E-Mail  at  roneil@mt.gov. 

ITMG  and  ISD 
Plan  Workshop 

Over  the  course  of  the  last  few  ITMG  meetings,  the  idea 
of  a  workshop  bringing  key  agency  IT  staff  together  with 
ISD  managers  has  evolved.  ITMG  has  identified  several 
major  areas  they  would  like  to  bring  to  the  forefront. 
They  include:  communications  with  ISD,  the  role  of 
ITMG  in  the  state  IT  enterprise,  recruitment  and 
retention  and  strategic  planning.  The  meeting  will  be 
held  on  September  3  and  4.  For  more  information 
contact  Barbara  Clark  (444-2700,  ZIP!,  or  E-mail  at 
baclark@mt.gov)  or  Wendy  Wheeler  (444-2856,  ZIP!  or 
E-mail  at  wwheeler@mt.gov). 

At  the  August  6  ITMG  meeting,  the  group  provided  an 
update  of  their  IT  projects  as  described  in  the  1998-99 
Information  Technology  Plan.  Some  planned  projects  were 
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not  fimded  by  the  1997  legislature;  many  projects  are  on 
hold,  awaiting  the  impacts  of  MT  PRRIME.  A  project  to 
look  at  the  best  way  to  provide  legal  information  across 
the  enterprise  has  been  kicked  off  in  conjunction  with 
the  Chief  Counsels'  Group  and  the  State  Library. 

Complete  minutes  of  the  meeting  are  available  on  the 
state  BBS  in  the  ISD  conference  (Advisory  Groups)  and 
the  ISD  Value  Added  Server  (VAS)  at 
guest\itmginfo\minutes97  or  from  Barbara  Clark  of  ISD 
at  444-2700,  ZIP!  or  E-Mail  at  baclark@mt.gov. 

ZIP!Tips  Corrupt 
Trash  Folders 


A  common  ZIP!Office  problem  reported  by  some  users  is 
when  they  are  unable  to  delete  items  from  their  intray. 
When  doing  so,  they  get  the  error  message  "DOS  I/O 
error  -  Unable  to  complete  update  operation."  The 
problem  is  not  with  the  intray  but  rather  a  corrupt  Trash 
Folder. 

To  verify  this  is  the  problem,  take  off  the  option  of 
"Delete  messages  to  Trash".  Click  on  Options, 
Preferences  and  click  in  the  checked  box  (as  seen  in  the 
sample  below)  to  disable  the  option. 

Next,  try  deleting  the  same  item  out  of  your  intray.   If 
you  are  able  to  without  getting  the  "DOS  I/O  error  - 
Unable  to  complete  update  process,"  then  your  Trash 
Folder  is  the  problem. 
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Call  your  ZIP!  Administrator  and  report  the  problem. 
Your  Trash  Folder  file  can  be  rebuilt  or  you  may  be  given 
a  new  file.    If  you  lock  up  or  get  any  other  errors  when 
deleting  the  item,  the  mail  item  itself  may  be  corrupt. 
Report  this  as  well  to  your  ZIP!  Administrator  and  the 
"bad"  mail  item  can  be  removed  from  your  intray. 
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If  you  have  any  questions  regarding  Trash  Folders  or  any 
other  ZIP.'Office  or  ZIP!Mail  questions,  contact  Sue 
Skuletich  of  End  User  Systems  Support  at  444-1392, 
ZIP!  or  E-Mail  at  sskuletich@mt.gov. 

Create  and 
Maintain  a 
Personal  List  in 
ZIPIOffice 


A  list  in  ZIPIOffice  is  a  shoncut  to  selecting  addressees 
for  a  piece  of  E-Mail.  Specifically,  a  Personal  List  is  one 
that  you  create  for  your  access  only.  If  you  distribute  E- 
Mail  to  a  group  of  people  routinely,  consider  creating  a 
Personal  List. 

With  ZIPIOffice  running  and  the  address  book  open, 
select  Create  list  fi-om  the  tool  bar.  Then  select  Personal 
list.    In  the  List  name  box,  type  your  choice  for  a  name. 
Consider  preceding  the  name  with  a  special  character  like 
$  or  *  so  that  it  sorts  to  the  top  of  the  address  book. 
Avoid  using  !  and  #  since  those  two  special  characters  are 
already  in  use  for  shared  lists. 

The  Description  field  is  self  explanatory.   Next,  type  in 
the  member  name  in  the  Member  name  in  address  book 
field  and  click  on  Add.  Click  OK  and  your  list  is 
created. 

There  will  be  two  clues  that  your  list  has  become  out-of- 
date  and  needs  maintenance.  The  first  clue  is  that  you 
will  receive  a  Hop  Count  Exceeded  error  after  you  send 
something  out  using  the  Personal  List.  The  second  clue 
is  that  when  you  expand  your  list  you  will  see  that  the 
name  that  was  in  your  list  has  been  replaced  by  a  log-in 
ID  address  0Z8888.ZIP008).  These  two  situations 
happen  when  a  user  is  deleted  from  your  server  as  "local 
user  only"  or  deleted  from  another  server  as  "local  user 
only"  or  as  "all  references." 

To  remove  the  member  remnants,  highlight  the  list  name 
in  the  address  book.  Select  Edit,  Change  list  and  go  to 
List  members:.  Highlight  the  member  remnant  and  click 
Remove.  The  entire  list  can  be  removed  by  highlighting 
it  in  the  address  book  and  clicking  the  trash  icon. 

If  you  have  any  more  questions  please  contact  Candace 
Hastings  of  End  User  Systems  Support  at  444-2858,  ZIP! 
or  E-Mail  at  chastings@mt.gov. 


Salvaging 

Corrupt 

Documents 


You  can't  always  avoid  documents  becoming  corrupt,  but 
it  doesn't  have  to  be  the  end  of  the  world  either.   If  you 
find  that  you  can't  open  a  WordPerfect  document 
anymore  or  that  WordPerfect  keeps  crashing  once  you  do 
open  it,  all  might  not  be  lost.  You  may  be  able  to  salvage 
some,  if  not  all,  of  the  document  by  using  the  Viewer. 
Here's  how: 


■  Choose  File,  Open.  Select  the 
corrupted  document  in  the  list  of  files. 

H  Choose  View. 

■  If  the  document  text  displays  in  the 
Viewer  window,  that's  a  good  sign. 
Using  your  mouse,  click  in  the  Viewer 
window  at  the  top  of  the  document, 
then  click  and  drag  downward  until  all 
of  the  document  text  is  selected.   Note: 
The  text  continues  to  scroll  down  as 
you  hold  the  mouse  past  the  bottom 
edge  of  the  Viewer  window. 

■When  all  of  the  text  is  selected,  press 
(Ctrl+C).  This  copies  all  of  the  text  to 
the  Windows  clipboard. 

I  Choose  Cancel  to  return  to  the 
document  window. 

■  Go  to  a  blank  docimient  window  and 
choose  Edit,  Paste.  The  document  text 
is  inserted  into  the  document,  free  of 
corruption.   Choose  File,  Save  and  save 
the  document  with  a  new  filename. 
You  might  lose  some  of  the  formatting, 
but  a  few  minutes  of  reformatting  is 
usually  preferable  to  hours  of  retyping. 

If  you  are  able  to  open  the  file,  but 
WordPerfect  keeps  crashing  shortly  after 
you  open  it,  here  is  a  similar  procedure 
that  might  also  save  the  file. 

■Choose  File,  Open.   Select  the 
corrupted  document  in  the  list  of  files. 

■Choose  OK  to  open  the  file. 

■  Using  your  mouse,  click  in  the 
document  window  at  the  top  of  the 
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document,  then  click  and  drag  downward  until  all  of 

the  document  text  is  selected. 
■When  all  of  the  text  is  selected,  choose  Edit,  Copy  (or 

Ctrl+C).  This  copies  all  of  the  text  to  the  Windows 

clipboard. 
HGo  to  a  blank  document  window  and  choose  Edit, 

Paste.  The  document  text  is  inserted  into  the 

document — free  of  corruption.   Choose  File,  Save  and 

save  the  document  with  a  new  filename.   Most  of  the 

formatting  should  be  retained. 

Portions  of  this  article  were  reprinted  from  the  April 
1997  issue  of  WordPerfect  for  Windows  Magazine.   For 
more  information,  contact  Irvin  Vavruska  of  End  User 
Systems  Suppon  at  444-6870,  ZIP!,  or  E-Mail  at 
ivavruska@mt.gov. 

Attention  All 

WordPerfect 

Users 

Corel,  WordPerfects  current  owners,  will  cease  to  support 
the  Novell  versions  of  WordPerfect  as  of  September  1.   In 
conjunction  with  this  change,  Corel  will  no  longer 
provide  free  (classic)  support  for  WordPerfect  5.1.   Free 
(classic)  support  is  still  available  from  Corel  for  end  users 
of  COREL  versions  of  WordPerfea  (6.1  and  above).  End 
User  Support  is  evaluating  which  level,  if  any,  of  paid 
support  makes  sense  for  the  state. 

Note  that  all  state  agencies  currendy  using  Novell's 
version  of  WordPerfect  will  need  to  upgrade  to  Corel's 
WordPerfect  6. 1  version.  The  upgrade  to  the  Corel 
WordPerfect  6. 1  for  Wmdows  version  is  a  free  one.   If 
you  need  a  CD  of  the  new  version,  ISD  will  gladly 
provide  one. 

To  determine  if  you  have  the  Novell  WordPerfect  6.0  or 
6.1  version,  look  for  the  Novell  red  splash  screen  when 
you  Stan  the  program;  or,  once  inside  the  program,  go  to 
Help,  about  WordPerfect.   Once  there,  check  to  see  if 
you  are  running  the  Corel  or  Novell  version. 

The  new  version,  besides  having  a  blue  and  white  Corel 
splash  screen,  includes  a  few  cosmetic  changes  from  the 
Novell  version.  The  Wmdows  95  minimize  button  no 
longer  disappears  and  several  areas  now  have  right-click 
menus  attached.   According  to  Corel,  the  real  changes  are 


in  the  program  code  itself  Corel  suggests  the  following 
methods  for  upgrading  from  Novell's  WordPerfect  to 
Corel's  WordPerfect  6.1  version.   If  you  have  a  local 
install,  they  suggest  ninning  the  Novell  uninstall 
program,  and  installing  the  Corel  WordPerfect  6.1 
version.   With  a  server  installation,  they  suggest  running 
the  uninstall  on  each  workstation  and  then  removing  the 
code  from  the  server,  installing  Corel  WordPerfect  6.1  on 
the  server,  and  then  doing  the  workstation  node 
installations. 

The  patches  that  were  available  from  Corel  to  upgrade 
the  Novell  WordPerfect  6. 1  version  to  the  Corel  6. 1 
version  are  supported  by  Corel,  but  not  recommended. 
They  suggest  using  the  methods  oudined  above. 

If  you  have  any  more  questions  please  contact  End  User 
Systems  Suppon  through  the  Network  Assistance  Center 
at  444-2000. 

Most  Commonly 
Used  Date 
Calculations  in 
Lotus  Approach 
3.0 

(Part  1  of  2) 

This  is  the  first  part  of  a  two  pan  aticle  about  date 
calculations  in  Approach  3.0.  Those  of  you  who  are 
familiar  with  Lotus  123  probably  already  know  that  there 
are  many  built-in  date  calculations  available.  Ten  of  the 
same  fiinctions  are  available  in  Lotus  Approach. 
Following  are  6  examples  of  common  uses  for  these  date 
fiinctions  in  Approach  3.0.  Next  Month  I  will  give  you  7 
more  examples,  so  watch  for  it  in  next  months  News  and 
Views. 

In  all  of  these  examples,  the  following  field  names  will  be 
used  to  specify  a  date  field: 

DATE_FIELD 

START_DATE 

END_DATE 
Also,  in  the  following  examples,  the  TodayO  fiinction  or  a 
date  constant  may  be  used  to  specify  a  date. 
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NOTE:  When  using  a  date  constant  rather 
than  a  date  field  in  a  calculation,  the  date  constant  must 
be  enclosed  in  single  quotes  ( )  within  a  TextTo  Date 
function  -  as  in  the  following  example:  Today()  - 
TextTo  Date(  01/01/94  ) 

The  Number  of  Days  Between  Two  Dates: 

One  basic  date  calculation  is  the  difference  in  days 

between  two  days.  For  example,  to  obtain  the  number  of 

days  between  today  and  January  1,  1994,  subtract 

January  1  (the  older  date)  from  the  more  current  date 

(today): 

TodayO  -  TextTo  Date(  01/01/94  ) 

-or- 
TodayO  -  Date(l,l,1994) 

The  TodayO  function  returns  the  system  date  and  the 
TextTo  Date  function  converts  a  text  string  to  a  date.  The 
date  function  could  also  be  used.  The  arguments  would 
be  numbers  rather  than  a  text  string. 

Most  of  these  formulas  assume  that  there  is  a  value  in  the 
DATE_FIELD  field.  If  this  is  not  always  guaranteed  to 
be  the  case,  the  customer  should  use  an  IF  conditional, 
(as  in  example  #8)  to  account  for  it. 

NOTE:  Changes  made  to  the  Windows  default 
Date  settings  (Control  Panel,  International,  Date 
Format)  may  affect  the  result  produced  by  this  formula. 
The  above  formula  ("Today  ()"  function)  is  based  on  a 
default  Windows  date  format,  which  can  be  referenced 
in  the  Microsoft  Wirulows  User  s  Guide. 

Common  Calculations:  (part  1) 

1.  Month  functions: 

The  application  can  return  the  number  of  the  month  for 
a  given  date,  as  well  as  the  hill  text  name  of  the  month. 
Assuming  that  the  value  of  DATE_FIELD  is  January  2, 
1994  (which  was  a  Sunday),  it  returns  the  following: 

a.  Number  of  the  month  - 

Month(DATE_FIELD)  =  1 

b.  Full  text  name  of  the  month - 

MonthName(DATE_FIELD)  =  January 

2.  Day  Functions: 

The  application  can  also  return  the  day  of  the  month,  the 


day  of  the  week,  the  fiill  text  day  of  the  week  and  the  day 
of  the  year.  Using  January  2,  1994: 

a.  Day  of  the  month  - 

Day(DATE_FIELD)  =  2 

b.  Number  of  the  day  of  the  week  - 

DayOfWeek(DATE_FIELD)  =  1 

c.  Name  of  the  day  of  the  week  - 

DayName(DATE_FIELD)  =  Sunday 
DayName(l)  =  Sunday 

d.  Number  of  the  day  of  the  year  - 

DayOfYear(DATE_FIELD)  =  2 

3.  Week  functions: 

Using  January  2,  1994  as  the  DATE_FIELD: 

a.  Week  of  the  year  - 

WeekOfYear(DATE_FIELD)  =  1 

b.  First,  last  or  any  day  of  the  week  for  a  given  date: 

NOTE:  The  formulas  to  return  a  particular  day  of  the 
week  are  all  of  the  same  format. 

(DATE_FIELD  -  DayOfWeek(DATE_FIELD)  +  n) 

Where  n  is  the  number  of  the  day  of  the  week,  the 
calculation  should  return  (i.e.  Monday  is  1  and  Sunday  is 

7): 

FirstDayOfWeek  - 

DATE_FIELD  -  DayOfWeek(DATE_FIELD)  +  1 
LastDayOfWeek  - 

DATE_FIELD  -  DayOfWeek(DATE_FIELD)  +  7 

4.  Converting  a  date  to  a  text  field  of  a  particular 
format  such  as  Ql  01/94  : 

When  converting  a  date  to  a  text  field,  a  date  format  may 
be  applied  to  the  DateToText  function.  Using  this  will 
allow  a  customer  to  get  any  combination  of  day,  month, 
year,  quarter,  trimester  or  semester.  When  formatting  the 
date,  only  the  desired  parts  of  the  date  formats  may  be 
selected. 

For  example,  to  convert  a  date  field  containing  January 
12,  1994,  to  Ql  01/94  ,  the  following  formula  may  be 
used: 

DateToText(ORDERS.DATE,  Q4  MM/YY ) 
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NOTE:  For  a  complete  listing  of  available  predefined 
date  formats,  refer  to  page  6-17  oi  X^c  Approach  Users 
Guide. 

5.  The  number  of  workdays  between  two  dates  across 
multiple  years: 

The  number  of  workdays  between  two  dates  may  be 
calculated  by  computing  the  number  of  weeks  between 
the  two  dates  and  subtracting  from  that  difference  the 
number  of  weekend  days  between  those  two  dates. 
Multiplying  the  number  of  weeks  between  the  two  dates 
(there  are  two  non-work  days  per  week)  by  2  gives  us  the 
number  of  weekend  days  between  the  two  dates. 

END_DATE  -  START_DATE  - 
((WeekOfYear(END_DATE)  - 
WeekOfYear(START_DATE))+ 
((Year(END_DATE)  -  Year(START_DATE))  *  52  )  *  2) 

6.  The  number  of  month  beginnings  between  two 
dates  across  multiple  years: 

The  following  formula  determines  the  number  of  months 
between  two  dates  assuming  that  each  change  of  month 
means  another  month  has  passed.  It  computes  number  of 
months  by  subtracting  the  ending  month  number  from 
the  beginning  month  number  and  then  adds  12  months 
for  each  year  that  has  passed.  For  example,  from 
December  31,  1993  to  January  1,  1994,  the  answer  is 
one  month  by  evaluating  this  asl-12+12 

Mondi("End_Date  )  +  (12  *  (Year("End_Date  )  - 
Year("Start_Date  ))  -  Month("Stan_Date  )) 

Additional  HintsMany  of  these  computations  are 
processor  intensive.  If  modification  formulas  are  attached 
to  the  numeric  or  date  fields  involved  in  your 
computations,  the  resultant  values  will  be  updated 
whenever  necessary  without  the  program  having  to 
constantly  recalculate  them. For  a  complete  listing  of  the 
time  and  date  fiinctions,  refer  to  the  Approach  Users 
Guide. 

If  you  have  any  questions  or  need  help  with  this  issue, 
contact  Mike  Moller  of  End  User  Systems  Suppon  at 
444-9505,  ZIP!  or  E-mail  at  mmoller@mt.gov. 

Portions  of  this  article  was  found  on  the  Lotus  Web 
Support  page  and  are  Copyrighted     1995  Lotus 
Development  Corporation,  an  IBM  Subsidiary.   All 
rights  reserved. 


Current  Internet 
Browsers 
Available  on 
DO  A  VAS  001 


ISD  is  keeping  local  copies  of  the  two  major  Internet 
browsers  on  DOA_VAS_001  in  the 
guest\intemet\browsers  directory.   The  current  versions 
(as  of  this  writing)  are  version  3.03  for  Netscape 
Navigator  and  3.02  for  Microsoft  Explorer.  There  are 
versions  for  Windows  3. 1 ,  Windows  95  and  Windows 
NT. 

Licensing  for  Microsoft  Internet  Explorer  is  ftee. 
Licensing  for  Netscape  Navigator  is  provided  as  part  of 
the  Novell  MLA  and/or  Attachmate  Personal  Client. 

These  browser  downloads  are  being  provided  as  a 
convenience  for  those  of  you  who  would  normally  have 
to  download  them  across  the  Internet.  These  are  very 
large  files  (up  to  10MB),  so  getting  them  locally  will  save 
you  time  and  help  to  keep  from  congesting  our  Internet 
connection. 

We  try  to  keep  these  versions  as  current  as  possible, 
within  the  limits  of  our  licensing.  For  instance,  currendy 
we  are  licensed  only  for  Netscape  Navigator  3  through 
the  MLA.  The  newer  Communicator  product  that 
contains  Navigator  4  is  not  licensed  at  this  time.  Novell  is 
attempting  to  get  the  Navigator  part  unbundled  from  the 
Communicator  package,  but  until  that  happens,  any 
licensing  for  Communicator  would  have  to  come  from 
somewhere  else. 

We  are  currently  evaluating  Microsoft's  Internet  Explorer 
4.0  in  a  beta  release  and  do  not  recommend  its  use  at  this 
time.  It  stUl  has  some  significant  bugs  and  uninstalling  it 
can  cause  very  serious  problems  with  your  operating 
system.  It  does,  however,  have  some  very  interesting  and 
usefiil  features  for  the  Wmdows95  and  WmdowsNT 
users,  so  we  will  continue  evaluating  it. 

There  are  Ireadme.txt  files  in  the  subdirectories  on  the 
VAS  explaining  the  content  of  each  directory.  There  is 
also  a  letter  from  Novell  in  the  Ireadme.txt  file  in 
guest\intemet\browsers\netscape  explaining  the  policy 
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on  Netscape  Navigator  licensing. 

Please  contact  your  LAN  administrator  before  attempting 
to  install  any  of  these  products  to  ensure  that  compatibly 
issues  and  upgrade  policies  are  observed. 

Questions  or  comments  can  be  directed  to  Ron 
Armstrong  of  the  System  Suppon  Bureau  at  444-2905, 
ZIP!  or  E-Mail  at  rarmstrong@mt.gov. 


ZDDESK  1.0  - 
Windows  95 
Frecbic 


PC  Magazine  has  made  available  another  Windows  95 
free  add-on.  The  following  are  excerpts  from  the 
ZDDESK  readme  fJe. 

ZDDESK,  a  virtual  desktop  utility,  lets  you  group  related 

programs  on  a  particular  desktop  and  switch  to  them 

only  when  they're  needed.  This  lets  you  run 

a  greater  number  of  applications  without 

cluttering  the  taskbar  with  a  large  number  of 

unreadable  entries.  Virtual  desktops  also 

afford  you  a  measure  of  privacy  when 

running  applications  such  as  an  E-Mailer  by 

letting  you  quickly  switch  from  one  desktop 

to  another. 

When  you  run  ZDDESK,  its  icon  will 
appear  in  the  system  tray  area  on  the  right 
(or  bottom)  area  of  the  taskbar.  The 
ZDDESK  icon  consists  of  a  monitor  that 
displays  the  number  of  your  current  virtual 
desktop.  You  can  quickly  switch  to  a  new 
desktop  by  clicking  the  left  mouse  button  on 
ZDDESK's  monitor  icon  in  the  system  tray. 
If  you  run  a  program  on  the  new  virtual 
desktop,  ZDDESK  will  automatically 
associate  it  with  that  desktop  and  activate  it 
each  time  you  switch  to  it. 

ZDDESK  (VERSION  1.00)  Copyright  © 
1997  Ziff-Davis  Publishing  Company 
Wrinen  by  Steven  E.  Sipe.  First  Published  in 
PC  Magazine,  US  Edition,  August  1997. 


If  you  would  like  a  copy  of  ZDDESK,  the  files  are 
available  on  the  ISD  Value  Added  Server  at 
\guest\windows\winaddon\95addons\Zddesk.    If  you 
don't  have  access  to  the  VAS,  contact  Denny  Knapp  of 
End  User  support  at  444-2072,  ZIP!  or  E-Mail  at 
dknapp@mt.  gov. 

The  Oracle 
Channel  Class 
Schedule: 

September: 

9  PL/SQL  Coding  Techniques  (Day  1 ) 

10  PL/SQL  Coding  Techniques  (Day  2) 

1 1  Database  Level  Application  Programming 

1 5  Smart  Client  GUI  Fundamental  -  NOTE:  Special 
Broadcast  on  a  Monday 

16  OradeS  New  Features  (Day  1) 

1 7  OracleS  New  Features  (Day  2) 

1 8  Introduction  to  Oracle  Web  Application  Server 

23  Oracle7  Architecture  and  Startup  (Day  l)NOTE: 
Architecture/Startup 

24  Oracle7  Architecture  and  Startup  (Day  2)  is  the 
new  tide  for  DBA  I 

25  Using  Oracle7  Replicadon 

30  Developer/2000  Fundamentals 

Octoben 

1  Developer/2000  Tuning 

2  Designer/2000:  Generate  Oracle  Web  Application 
Server  Applications 

7  SQL  I:  Retrieve  Data  -  Oracle  Lang  Fund  course 
split 

8  SQL  II:  Define  and  Manipulate  Data  -  Oracle 
Lang  Fund  course  split 

9  SQL  Statement  Tuning 

14  Object  Technology  Essentials 

15  Oracle8  New  Features  (Day  1) 

16  Oracle8  New  Features  (Day  2) 

21  Oracle7  Data  and  Security  Management  NOTE: 
1st  day  of  DBA  II 


m^ 

13                   September  1997 

Netvs  &  Views 

22  Oracle?  Backup  and  Recovery  Strategies  > 

23  Oracle?  Performance  Tuning  Strategies 
^^           28  Introduction  to  Data  Warehousing 

^            29  Discoverer/Data  Warehousing  (WORKIN 
30  Data  Warehouse  Fundamentals  for  DBAs 

November: 

4  PL/SQL  Coding  Techniques  (Day  1 ) 

5  PL/SQL  Coding  Techniques  (Day  2) 

6  Database  Level  Application  Programming 

1 1  Developer/2000  Rel  2  New  Features 

1 2  Introduction  to  Oracle  Web  Application  S 

13  Developer/2000:  Deploy  Web-Based  Appl 

18  PL/SQL8  New  Features 

1 9  Oracle?  Architecture  and  Startup  (Day  1 ) 

20  Oracle?  Architecture  and  Startup  (Day  2) 

Training  Caler 

This  schedule  has  been  assembled  by  the  Helena 
questions  about  enrollment,  please  call  444-682 : 
N.  Roberts.  Please  note  that  these  costs  are  subjt 

M       To  enroll  in  a  class,  you  must  send  or  deadhead 
Helena,  MT  59601.  If  you  have  questions  abou 
fee  will  be  charged  UNLESS  you  cancel  at  least  thr 
schedule  specific  classes  by  request  from  state  age 

Intro,  to  Oracle 

Prereq.  Intro  to  Windows 

Intro,  to  SQL 

Prereq.  Intro  to  Oracle 

Oracle  Developer  2000,  part  I 

gj                Prereq.  Intro  to  Oracle  &  SQL 

§         ?LIS(:iL**Changed  Date** 

QQ                Prereq.   Intro  to  Oracle  &  SQL 

_g         Oracle  Developer  2000,  part  II 

•^                Prereq.  Oracle  Dev.  I  &  PL/SQL 

^         Oracle  Designer 

W                Prereq.  Oracle  Dev.  I;   PUSQL  recommended 

Lotus  Approach 

Prereq  Intro  to  Windows 

Inter.  Lotus  Approach 

^B                                Prereq.  Lotus  Approach 

lOTE:  2nd  day  of  DBA  II 
G  TITLE) 

erver 
ications 

MOTE:  Formerly  tided  D 
MOTE:  Formerly  tided  D 

idar 

College  of  Technology  of 
.  All  classes  will  be  held  a 
:ct  to  change  each  Jidy  1 . 

an  enrollment  application 

t  enrollment,  please  call  4 
ee  business  days  before  the  fi 
ncies. 

%            Date 

September  8-11  pm 

September  22  -  25  pm 

October  1  -  8  am 

October  14  -  1?  am 

Oaober  22  -  29  am 

September  1 5  -  26  am 
November  10-21  am 
September  10 
Oaober  8 
November  10 
September  24 
October  15 
November  21 

BAI 
BAI 

the  Uni 
tdieH 

to  the 
44-682 
rst  day  L 

versity  of  Mon 
elena  College  c 

State  Training 
.    Once  you  en 
f  class.  HCT  is 

Cost 

170.00 

170.00 

0.00 
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0.00 

0.00 

85.00 

85.00 
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la.   If  you  h 
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2  Windows  95  Architecture,  Installation 
(0      Support  and  Tuning 
tjS  NetWare  4.x  Administration 
fi  TSO/SPF 

ADS/O 


In 

a 

S 

o 
u 
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Introduaion  to  Wmdows  3. 1 
Windows  95  Conv. 

Prcreq.  familiar  witli  WIikIows 

Windows  95 
ZiplOffice 

Prereq.  Intro  to  Windows  3.1  or  95 

Intro,  to  Internet 

Prereq.  Intro  to  Windows  3.1  or  95 

Internet 

Prereq.  Intro  to  Windows  3.1  or  95 

HTML 

Prereq.  Intro  to  Windows  &  familiar  with  Internet 

WordPerfect  6.1  for  Wmdows 

Prereq.  Intro  to  Windows  3.1  or  95 

WordPerfea  6.1  Conv.  Windows 

Prereq.  Intro  to  Windows  3.1  or  95 

WP  6.1  Tables  &  Merge 

Prereq.  WP  6.1  Conversion 

WP6.1  Macros 

Prereq.  WP  6.1  course 

WordPerfect  8.0  Conversion  -NEW- 

Prereq.  Intro  xa  Windows  95 

Lotus  for  Windows 

Prereq.   Intro  to  Windows  3. 1  or  95 

Lotus  Freelance 

Prereq.  Intro,  to  Windows  3.1  or  95 

Lotus  Macros  **Changed  Date** 

Prereq.  Lotus  course 

Lotus  Advanced  Formulas  -NEW- 

Prereq.  Lotus  course 


September  9  -  10 


October  6-17  (pm) 
November  5 
November  12-13 
November  18-20 

425.00** 
85.00 
170.00 
255.00 

September  4        -WSj^ 
October  1             '  "' 
Oaober  2  (pm) 

85.00 
42.50 

September  5 
November  4 
September  19  (am) 

85.00 
0.00 

Oaober  21  (am) 
November  14  (am) 
September  17-18 

42.50 
170.00 

ei 

September  25  -  26 
November  24  -  25 
September  11-12 
November  6-7 
October  14 

170.00 

170.00 

85.00 

September  16  (am) 

42.50 

Oaober  20 

85.00 

Oaober  10  (am) 

42.50 

Oaober  6-7 

170.00 

September  23 

85.00  f 

Oaober  16 

85.00 

October  28  -  29 

170.00 

1 

.5 
1 

.33 
.5 
2 
2 
2 
1 

.5 
1 

.5 
2 
1 
1 
2 


**Plus  material  costs. 
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ISD  Class  Enrollment  Application 

COMPLETE  THIS  APPLICATION  IN  FULL  AND  RETURN 

IT  AT  LEAST  ONE  WEEK  PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE  DATA 


Course  Request:. 
Date  Offered: 


STUDENT  DATA 


Name: 

Soc.  Sec.  Number  (for  P/P/P): 

Agency  &  Division: 

Mailing  Address: 


Phone: 


How  have  you  met  the  required  prerequisites  for  this  course?  Explain,  giving  the  class(s)  taken, 
tutorial  completed,  and/or  experience. 


m 

S 

*^ 

I 

3 

> 

"2. 

o 
fi) 

o 
s 


BILLING  INFORMATION/AUTHORIZATION  MANDATORY 


User  ID: 


Authorized  Signature: 


Agency#: 


FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATION  IS  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  OF  THE  CLASS. 


DEADHEAD  COMPLETED  FORM  TO: 

COMPUTER  TRAINING  CENTER 

HELENA  COLLEGE  OF  TECHNOLOGY 

OF  THE  UNIVERSITY  OF  MONTANA 

PHONE  444-6800  FAX  444-6892 
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Editor's  Notes 


Published  By... 

ISD  News  &  Views  is  published  monthly  by  the  Information  Services  Division  (ISD), 
Department  of  Administration,  Room  229,  Mitchell  Building,  Helena,  MT  59620, 
406/444-2700,  FAX  406/444-2701. 

This  newsletter  is  dedicated  to  educating  and  informing  the  reader  with  pertinent  State 
technology  news.  Materials  September  be  reproduced  without  permission.  Alternative 
accessible  formats  of  this  document  will  be  provided  upon  request. 

Editorial  Submissions... 

To  submit  an  article  to  ISD  News  &  Views  for  publication,  please  send  it  to  Trapper 
Badovinac  preferably  via  ZIP!.   Please  have  your  article  in  by  the  8th  of  the  month  for 
inclusion  in  the  following  months  newsletter. 

ISD  Customer  Support  Center... 

Have  a  problem  (opportunity)?  Do  you  need  ISD  assistance  for  any  of  your 
information  processing  requirements?  Then  contaCT  the  ISD  Customer  Support  Center 
(444-2000),  which  is  our  central  point  of  contact 

Subscription  Services... 

ISD  A/iTM/j  €f  Vttwj  is  a  free  publication.   If  your  name  or  address  is  incorrect,  please 
send  your  ciurent  mailing  label  along  with  any  corrections  to  Trapper  Badovinac.   If 
you  would  like  to  be  added  to  our  mailing  list,  let  us  know  your  name,  agency,  division/ 
bureau,  phone,  address,  city,  state,  zipcode,  and  whether  you  would  like  your  newsletter 
to  be  distributed  via  ISD  Box  #,  Deadhead,  or  Mail.   ISD  News  &  Views  is  also  available 
electronically  via  ZIP!/ZIP!Oflfice  or  VAX  E-Mail.   Current  and  back  issues  are  located 
on  the  State  of  Montana  Electronic  Bulletin  Board  System  (444-5648  local  &  out-of- 
state,  or  800/962-1729  toll  free  in  Montana)  and  on  ISD's  Value  Added  Server 
(\GUEST\N&V). 

Distribution  Notes... 

1200  copies  of  this  public  document  were  printed  at  a  cost  of  $360.   Distribution  costs 

are  $18.25.  120  copies  of  this  document  were  distributed  electronically  at  no  cost. 
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